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For the convenience of copy desks, 
uniformity is desirable in the physical 
arrangement of the news report, as distin- 
guished from its literary form and quality. 


This booklet prescribes methods designed 
to insure precision, speed and teamwork 
in the handling of copy. 


It contains no rules or formula for writ- 
ing. There is full scope for individuality 
and originality in the preparation of The 


Associated Press news report, in keeping 


with its long-established traditions of 
accuracy and impartiality. 


JULY 1942 


EXPEDITING THE NEWS 


Important news is expedited in three ways: 


1. By a FLASH. The flash is short, and must 
name the point of origin. It is reserved for 
news of the very greatest importance, such as 
a declaration of war, a major calamity, or 
the death of a great public figure. This is the 
way: 


Flash 

Lakehurst, N. J.—Hindenburg explodes. 
2. By a BULLETIN, followed by BULLETIN 
MATTER. A flash must be followed im- 
mediately by a bulletin of not more than 50 
words, preferably less. The first add following 
a bulletin may be slugged as bulletin matter, 
which should not exceed 200 words. 


3. By slugging a story: 95. This designation 
means that the story is well above average im- 
portance, and that its most effective wire move- 
ment can be accomplished by sending it in one 
piece. A “95” story should not exceed 200 
words. Avoid over-using the “95” slug. When 
in doubt send a “95” schedule. 


In general, wire filing should emphasize deliv- 
ery of stories with as few breaks as possible. 
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THE ARRANGEMENT OF 
NEWS DISPATCHES 


1. The LEAD. When developments justify a 
new top to a story, the second story is slugged: 
First Lead Congress. As further developments 
of first importance occur, the new leads are 
slugged in numerical sequence, as: Second 
Lead Congress, and so on. Continuing news 
written for the Night Report is slugged: 
Night Lead Congress, Second Night Lead 
Congress, etc. In rare cases, where in- 
quiries demonstrate that the requirements of 
members differ widely, a brief alternate lead 
may be sent to bring up a particular angle, 
and it should be slugged: Optional Lead 
Congress, or Optional Night Lead Con- 
gress. Morning and evening paper budget 
stories are slugged: AMs Budget and PMs 
Budget. 


2. The ADD. The add is a continuation of 
a story already sent. All adds must be properly 
slugged numerically and must show the date- 
line, as: London—First Add Churchill, or 
London—First Add Third Lead Churchill. 
3. The RUNNING. In the case of continuing 


events of first importance, such as national 
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political conventions, a running story is written 
with adds carrying the account along in chron- 
ological order. The first take of a running 
story should be written to stand as a lead for 
the time being, although it is slugged: 
Convention Running. Leads may be sent 
from time to time, but they should be slugged 
First Lead Convention, and so on, not First 
Lead Convention Running. 


4. The DATELINE. Every effort should be 
made to hold to one dateline on stories with 
subsidiary angles in several cities. An example 
was an explosion at Kenvil, N. J. Newark, 
Washington, New York and Philadelphia all 
filed adds under the Kenvil dateline. A varia- 
tion was a Washington story on the expected 
release of M. L. Annenberg. A precede under 
a Lewisburg, Pa., date on the actual release 
picked up usable portions of the Washington 
story under the new dateline. 


5. The PICK-UP LINE. For the guidance of 
editors, an add should pick up, immediately 
after the slug, the last two or three words of 
the previous, as: x « x the wreckage. Similar- 
ly, leads should end with pick-up lines showing 
the editor where to fit them to what has gone 
before, as: The Presideni repeated x x x 
eic., 3rd graph previous. 
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6. PMS AND AMS. This slug occasionally is 
used on stories of fair consequence breaking 
Jate in the day on which it appears no fresh 
material is to be expected and which do not 
seem worth moving once for PMs and then 
rewriting for AMs. 


THE REVISION OF NEWS 
DISPATCHES 


1. The KILL. Unprivileged or extremely unde- 
sirable material (either a whole story or any 
part of a story) which inadvertently gets into 
the report must be killed promptly. Here is the 
way: 

Bulletin Kill 

Chicago—Kill story John Smith arrested. 
Smith not arrested. 


The AP 


If only a portion of a story is killed the kill 
should be worded to fit. 


The kill is followed immediately by a note to 
editors, as: 


Editors 
Chicago—The story about the arrest of 
John Smith has been killed. A kill is man- 
datory. Make certain the story is not pub- 
lished. 

The AP 


Always state the exact reason for killing; 
don’t use such general terms as “dangerous” 
or “libelous.” It is desirable to send a sub 
later, if that can be done without repeating the 
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libel. When a story is killed in the day report, 
a note to editors calling attention to the kill is 
sent in the night report, and vice versa. 


Any bureau which kills a story should wire a 
night letter to the news executive in New York 
telling who handled the story, whether it got 
into print, and any other pertinent information. 


2. The ELIMINATION. A story or part of a 
story not libelous or dangerous but objection- 
able on the ground of triviality or fundamental 
error is taken out of the report by an elimina- 
tion, which shows the reason, as: 


Bulletin Elimination 
Kansas City—Eliminate man bites dog. 
Trivial. 

The AP 
If the story was erroneous but still worth pub- 
lication, a sub should be sent promptly. 


3. The CORRECTON. Use of this designation 


should be restricted as follows: 


(a) The NEWS CORRECTION. When an error 
of fact, a faulty construction, or an undesirable 
expression is discovered in copy already moved, 
a news Correction should be sent, thus: 


News Correction 
Baltimore—In train wreck, fourth graph, 
beginning “Three were killed,” make the 
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name Joseph Mathias, not Joseph 
Mathews. 


The AP 


Every correction should repeat the words taken 
out, to show exactly what is corrected, and 
sufficient information should be given to enable 
the editor to locate the place easily. No correc- 
tion should contain excuses, such as “source,” 
“later information,” “cable error.” 


(b) The TRAFFIC CORRECTION. An error 


in punching is corrected thus: 


Traffic Correction 

New York—In fire, sixth graph, begin- 
ning “The flames mounted,” read four- 
teenth floor, not fourth floor. 


The AP 
(c) The RERUN. All repeats necessary be- 


cause of wire or equipment trouble are handled 
as “reruns” instead of Traffic corrections. 
Each repeat should be suitably slugged, such 
as “rerun for all needing,” or “rerun for CX 
and all needing.” In making a rerun of part of 
a story, include the dateline and subject slug. 


(d) The NEWSPHOTO CORRECTION, the 
TELEMAT CORRECTION and the WIDE 
WORLD PHOTO CORRECTION. These are 


used in correcting cut-lines on photos and mats. 
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4. The NOTE TO EDITORS. This may be 
used for many purposes, as shown elsewhere. 
When the object is copy revision, it takes one 
of two forms, as follows: 


(a) It may be used to insert new material 
covering developments, as: 


Editors 

Washington—Insert after third graph 
taxes, starting, etc. (following with the body 
of the material to be inserted). Every such in- 
sertion must carry pick-up lines, fore and aft. 
Or: 

Editors 

Dallas—The number of dead, first graph 
explosion, may be changed to six, in place 
of four, and the following added to list 


of dead: etc. (picking up names of those to 
be added). 


(b) It may be used to call attention to changes 
made by the source in textual material pre- 
viously transmitted, as: 


Editors 

Washington—The White House makes 
the following change in the text of the 
President’s message, already transmitted: 
In fourth graph, etc. This form should not 
be used as an alibi where a reporter has mis- 
understood the facts or relied on an untrust- 
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worthy source. It should be reserved for source 
changes in written announcements. 


(c) It may be used to transmit a request from 
the Office of Censorship, as: 


Editors 
The Office of Censorship requests that 
the Seattle story concerning the arrival 
of American troops in Alaska be not pub- 
lished. 

The AP 


Always transmit the exact request of the censor 
or of the official making the request, reserving 
formal AP kills and eliminations for material 
which inadvertently violates censorship regu- 
lations. 


5. The CORRECTIVE. Sometimes an error 
requires correction long after the original trans- 
mission. In most cases the true version should 
be embodied in a short dispatch simply carrying 
the slug: Corrective. If the error in the pre- 
vious dispatch was of a character which might 
be libelous, however, the corrective dispatch 
must be preceded by this: 


Corrective 

Editors: Papers which printed a New York 
story dated August 26 regarding a suit 
against William Johnson are requested to 
print the following. 
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Unless The Associated Press itself clearly was 
responsible for the original error, the correc- 
tive dispatch should not mention that the orig- 
inal was an Associated Press story. In no case 
should the corrective dispatch contain such 
statements as “The Associated Press regrets,” 
or “is glad to correct” the error. 


6. The SUB. When it is desired to send a com- 
plete substitute for a dispatch, the slug should 
be: Sub Wilson. In the night report, it may 
be: Sub Day Wilson. If only a portion of the 
dispatch is to be subbed, the slug may be: Sub 
Intro Wilson. 


HANDLING ADVANCE 


Stories transmitted in advance carry a caption 
showing the time of release or probable release, 
if possible. The day of the week, as well as the 
date, must be shown. This is the form: 


(Advance for PMs of Tuesday, Aug. 16) 


(Advance for use at 2 p. m., Eastern 
Standard Time, Tuesday, Aug. 16 ) 


(Advance to be held for release, which is 
expected about I p. m., Eastern Standard 
Time, Tuesday, Aug. 16) 

(Advance to be held for release, the time 
of which is uncertain) 

(Wide World advance for AMs of Sun- 
day, Dec. 7) 

Any radio release restrictions set by the source 
also should be included in advance captions. 
The slug: Advance should be written also as 
a part of the dateline, thus: 

(Advance) Washington, Aug. 16—(AP ) 
—etc. 
At the end, the original caution must be re- 
peated, as: 

(End Advance—or End Wide World Ad- 
vance—for PMs of Tuesday, Aug. 16) 
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The words MOVED AUG.— should be added 
to the End Advance if the story is transmitted 
in a cycle prior to the one in which it is to 
be released. 


When extremely important material is moved 
a day or so in advance of release, it generally { 
is desirable to send a separate note to editors 

® calling this fact to their attention and warning 
against premature publication. 
Advance material is released by short bulletin, 
thus: 
Bulletin 
Washington — Release Roosevelt budget 
advance. 
In the succeeding news cycle, this note is sent: 
Editors 
Washington — President Roosevellt’s 
speech before the American Legion was 
released in the day (night) report. 


If a story transmitted in the preceding news 
cycle to be held for release was not released, 
a note should be sent, as: 


Editors 

Washington—The advance covering the 
Roosevelt farm report, transmitted in the 
day (night) report, has not been released. 
Guard against premature publication. 


The AP 
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Biographical sketches are released on the death 
of the subject as follows: 


Editors 
Attention is called to biographical sketch 
No. 1206, George Smith. 


If no loss of time is entailed, the bulletin on 
the death of a person may contain a paren- 
thetical note: (Sketch 1206.) A note to 
editors reminding of the release should be sent 
in the following news cycle. 


INFORMING THE 
EDITOR 


Special attention should be given to the ob- 
jective of keeping member papers fully in- 
formed of news and newsphoto operations, 
situations, etc., by wire notes. For instance: 


Editors 

Boston—News men are enroute to Cam- 
bridge, Mass., where a number of persons 
are reported killed in an explosion. The 


story will be expedited. 
The AP 


Occasionally an item of interest to newspapers 
especially may carry this introduction: 


Editors 
The following is sent for your informa- 
tion and for publication if desired: 


An item transmitted in that fashion should 
carry the AP credit, if it is offered for publica- 
tion at all. Sometimes, however, information 
cannot be used for publication, and may be 
conveyed as follows: 


Editors 
Washington—At his press conference to- 
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day President Roosevelt indicated, not for 
publication, that he might have a state- 
ment later in the day on the Chinese situa- 
tion. 


The AP 


Notes of extreme privacy should be headed: 


Editors 
(Confidential and not for publication ) 


Customarily the news report does not carry 
denials of stories not carried by The Associated 
Press, but such denials may be sent to mem- 
bers in private notes, or carried as stories when 
the denials themselves make news. 


Notes which establish policy or convey regula- 
tions should be dated. 


BY-LINES 


By-lines are used only on outstanding material. 
The designation “Associated Press Staff 
Writer” is not used, but Wide World News 
specialists use special identification lines such 
as Wide World Science Editor. When the 
specialists write for the spot report, the identi- 
fication line is dropped and the story carries 
an AP logotype. By-lines should be omitted 
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from bulletins (except on outstanding sports 
results) but may be inserted in the slugline of 


an add. 


COPYRIGHTS | 


Copyright is reserved for outstanding material ) 
written for The Associated Press by persons 
outside the service, for important textual quotes 
carried exclusively, and for an occasional AP 
story of transcendent importance. 


EOS 


On special occasions news is slugged: EOS. 
This means “Extraordinary Occasion Service.” 
Such a slug releases the report for immediate 
publication in both morning and evening 
papers, regardless of the hour. 


Only the General Desk in New York is author- 
ized to make news EOS for the service gener- 
ally. It reserves such use to news of tremendous 
importance, such as a declaration of war, the 
death of a president, a great disaster, or the 
returns from a national election. 


News of transcendent importance to one locality 
or state, but not correspondingly important 
elsewhere, may be made EOS within that state 
by Bureau Chiefs, acting on their own authority 
and without reference to New York. 


Each bureau keeps on file, for quick reference, 
an up-to-date outline showing how EOS is to be 
delivered to members in its territory. 


Bureaus also should keep up-to-date lists cover- 
ing the Special Sunday Morning Protective 
Service, designed to protect those papers which 
have requested service, on news breaking after 
they have left the wire and which still is print- 
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able in final editions. This service strictly is 
for publication and not for informative pur- 
poses. 


A variation of the EOS notice is the slug: 
For Immediate Publication in AMs and 
PMs. This usually is confined to outstanding 
sports events, the dates of which are known in 
advance. It releases only the specific copy so 
slugged to both PMs and AMs, and does not 
necessitate setting up the EOS machinery for 
all papers. 


(The report has been EOS since the start of the 
war on Sept. 1, 1939, and the above EOS in- 


structions will apply specifically when war EOS 
is ended.) 


MESSAGES 


Urgent messages are marked by the sender: 95. 
Messages intended for all points on the circuit 
are marked: 17, 

A market message is marked: 97, 

(Note that the 69 message has been abolished.) 
A message sent to a bureau on another circuit 


should be addressed: Kx for San Francisco. 
As such a message passes through the relay to 
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the circuit of address, the wire sign of the relay 
point is transferred from address to signature, 
so that the signature appears: Chicago via Kx. 


A message scheduling news should be in this 
form: 


AP 
200-Brotherhoods vote on pay proposal 
cD 
—_@o— 
WIDE WORLD 
Note: 


WIDE WORLD NEWS is AP’s associate 
service, handled by wire, and designed to sup- 
plement the spot news report with interpretative 
and special features, columns, etc. Illustrations 
for WWN are handled by WIDE WORLD 
PHOTOS, which in general occupies the same 
operational relationship to AP’s NEWSPHOTO 
service that WWN does to THE AP news re- 
port. Separate and distinctive is WIDE 
WORLD FEATURES, serviced by mail. 
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SPORTS 


RECORDS—Olympic records can be broken 
only in Olympic games. Dirt track records are 
not broken on board tracks and vice versa. In 
referring to new records, state former record. 


ALL-AMERICA—This designation should be 
confined to football players selected either by 
Walter Camp through the season of 1924; by 
The Associated Press since then. If any doubt 
exists, omit the designation. 


CLUB, STADIUM AND OTHER TRICK 
DATE-LINES—Desirable only on events of 


paramount national interest. 


WEIGHTS—Give them in all boxing and wres- 
tling results. 


NICKNAMES—Avoid overuse. In baseball 
specify BOSTON BRAVES at least once, rather 
than nickname alone. In college sports, avoid 
variety of nicknames for same team. If use of 
a nickname would obscure the meaning to 
casual readers, don’t use it. 


LEADS—Avoid “type” leads. For instance: if 
one football writer builds a lead around a Hal- 
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loween angle, the chances are dozens of others 
will do the same thing on the same day. 


FINALS—The winner should be given first in 
all finals EXCEPT FOOTBALL. (Note later 
section dealing with method of handling foot- 
ball scores.) Omit word “college” in giving all 
college sports finals. 


CHAMPIONSHIPS—In referring to sports 
champions be precise. If a boxer holds the 
N.B.A, welterweight championship, say “N.B.A. 
title,” not simply “welterweight champion.” 
Avoid use of the word champion entirely in 
dealing with professional wrestlers. 


SUMMARIES—Box scores and summaries of 
all descriptions have been standardized. There 
should be no unauthorized departure from the 
forms given herewith: 


The Track Summary 


100. meter dash—won by Smith, Rutgers; 
second, Jones, Princeton; third, Brown, Yale. 
Time 10.5 seconds. 


High Jump—won by White, New York Univer- 
sity, 6 feet 5 inches; second, Bidwell, Columbia, 
6 feet 334 inches; etc. (giving each perform- 
ance in field-events). 
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Long Island University 


Beenders F 
Cohen F 
Waxman F 
Fronezak F 
Holub C 

H. Rader G 
Lewis G 
L. Rader G 
Schneider G 


TOTALS 


Southern California 


Ormsby F 
Omaley F 
Rock F 
Berg C 
Seminoff C 
Gossard G 
Luber G 
Miletich G 


TOTALS 


The Basketball Box 


G RY Ep orp 
1 0 3 2 
1 2 2 4 
3 0 3 6 
0 0 0 0 
3 0 2 6 
6 1 tr /B 
3 1 0 7 
2 2 1 6 
1 0 0 2 
20 Se Ore 
G Fy yebe* TP 
4 0 0 8 
3 0 2 6 
2 1 3 5 
7 1 ae 15 
0 0 0 0 
2 2 2 6 
2 1 0 5 
0 0 0 0 
20 5 10 45 


Half time score: Long Island 23; Southern 


California 19. 


Free Throws Missed: Long Island—Beenders, 
Cohen, Waxman, Holub 3; Southern California 
—Berg 2, Gossard 2, Luber. 


Officials: Bill Grieve and Chuck Solodare. 
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The Baseball Box 


St. Louis 
J. Martin 3b 
S. Martin 2b 
Slaughter rf 
Medwick lf 
Hopp lf 
Mize lb 
Padgett c 

T. Moore cf 
Orengo ss 
Gutteridge x 
Brown ss 
McGee p 
Shoun p 


TOTALS 


AB 
4 
3 
4 


> 


& 


eowoc fs WwhSO 


32 


x—ran for Orengo in 9th 
a—awarded first base on catcher’s interference 
y—two out when winning run scored 


Brooklyn 
Gilbert cf 
Coscarart 2b 
Walker If 
Koy lf 
Phelps c¢ 
Lavagetto 3b 
Camilli 1b 
E. Moore rf 
Reese ss 
Hamlin p 
Cullenbine z 
Tamulis p 
Franks zz 


TOTALS 


AB 


RF OrH rH wwhR BH WDD 


we 
ww 
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~~ 


SN); SOCOC COCONOCCrFOF ON FS 
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mB OoOrFNF KE OCF ON 


— 
o 


y26 


SSOSCONSCMOHNONBWO 


i] 
~J 


eSeoocooroVeSeoOoNKrKwO 


SCNFONOFKF COCO ONDN > 


~ 
_ 


N'ooorwnNOOH CC OWS S 


z—batted for Hamlin in 6th 


zz—batted for Tamulis in 9th 


St. Louis 000 a 003 — 6 
Brooklyn O01 000 105 — 7 


ERRORS—None. RUNS BATTED IN—Med- 
wick, T. Moore 3, Mize 2, Hamlin, Coscarart, 
Koy 3, Reese, Franks. TWO BASE HIT— 
Orengo. THREE BASE HITS—Mize, Reese. 
HOME RUNS—T. Moore 2, Koy. STOLEN 
BASE — Gilbert. SACRIFICE — McGee. 
DOUBLE PLAYS—Reese, Coscarart and Ca- 
milli 2. LEFT ON BASES — St. Louis 3; 
Brooklyn 4. BASES ON BALLS — McGee 3, 
Hamlin 1, Tamulis 1. STRIKEOUTS—McGee 3, 
Hamlin 3, Tamulis 1. HITS—Off McGee 8 in 
8-2/3 innings; Shoun 2 in 0 (pitched to two 
batters) ; Hamlin 4 in 6; Tamulis 3 in 3. HIT 
BY PITCHER—by McGee (Hamlin). PASSED 
BALL—Phelps. WINNING PITCHER—Tam- 
ulis. LOSING PITCHER—Shoun. UMPIRES— 
Reardon, Pinelli and Goetz. TIME—2:24. AT- 
TENDANCE—22,965 (or estimated if official 
not available). 


(NOTE: Footnotes should be explained im- 
mediately below the half of the box in which 
they appear; do not use a footnote for a pinch 
hitter who later takes his place in the field) 
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The Hockey Lineup 


NEW YORK TORONTO 
Henry G Broda 
Juzda RD Stanowski 
Heller LD McDonald 
Pike G Goldwyn 
Warwick RW McCreedy 
Patrick LW Langelle 


REFEREE—King Clancy. LINESMEN—Fred 
Stevenson and gohn Wilken. 

RANGER SPARES—Coulter, Shibicky, M. 
Colville, N. Colville, Watson, Smith, Pratt, 
Hextall, Burns, Kunz, Tustin. 

TORONTO SPARES — Davidson, Hamilton, 
Kampman, Carr, Apps, Schriner, Drillon, 
Church, Taylor. 

FIRST PERIOD—Scoring: 1—Toronto, Lang- 
elle (Stanowski) 1:36; 2—New York, Tustin 
(N. Colville) 3:48;.3—New York, M. Colville 
(N. Colville-Tustin) 4:03; 4—Toronto, Drillon 
(Stanowski) 5:23. Penalty—McDonald. 
SECOND PERIOD — Scoring: 5 — Toronto, 
Davidson (Apps) 4:16. Penalties—Davidson, 
Juzda (major), McDonald 2 (1 major). 
THIRD PERIOD—No score. PENALTIES— 
none. 

(Note: time of goals calculated from start of the 
period. Penalties are minor unless otherwise 
noted. Eliminate stops.) 


The Football Lineup 
Delete the introductory phrase “The lineups 
and summaries”, simply adding them to the 
lead in this style: 


HARVARD YALE 
Bradley le Southard 
White It Green 
Smith lg Stevens 
Wheeler c Cole 
Brown rg Kenny 
Ralph rt Keene 
Burr re Cooper 
Cornish qb Hinch 
Jones lh Cliff 
Hawley rh Breen 
Conroy fb Phelps 
Harvard 5, 0. % 3) — 35 

Yale Of.% 0 -Oh-— F 


(Note: in case of scoreless tie, don’t send the 
score by periods at all; in case one team is 
shut out, omit its score by periods) 

Harvard scoring: Touchdown, Phelps. Point 
after touchdown, Burr (place-kick). Field goal, 
Cornish 2 (placements). Safety, Cliff (tackled 
by Brown). 

Yale scoring: Touchdown, Breen. Point after 
touchdown, Cooper (drop-kick). 
Substitutions: (For all games covered on A 
basis or better; otherwise as indicated in 
weekly schedules). 

Yale—Ends, Smith, Jones; tackles, Blake, 
White, etc. 
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Harvard—Ends, Maginnis, Hawley; tackles, 
Montrose, etc. 
(Omit the officials) 
Note: Safety should appear with scoring of 
team receiving two points and be charged to 
an individual of the opposing team where pos- 
sible; otherwise simply to the opposing team. 
Note: If a substitute scores, the scoring sum- 
mary must identify him; thus: Touchdown, 
Brown (for Breen). This rule applies whether 
or not the substitutions in abbreviated form 
are carried. 

Football Statistics 
These are carried under a separate date-line 
as follows: 
Ann Arbor, Mich., Nov. 23—(AP) —Michigan- 
Ohio State football statistics: 
First Downs 
Yards gained rushing (net) 
Forward passes attempted 
Forward passes completed 
Yards by forward passing 
Forward passes intercepted by 
Yards gained run-back of intercepted passes 
Punting average (from scrimmage) 
Total yards, all kicks returned 
Opponent fumbles recovered 
Yards lost by penalties 
(Note: Do not score touchdowns as first downs 
under any circumstances) 
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Football Period Scores 


All period scores should be filed according to 
the “combination system”, giving the separate 
period score and the cumulative total at the 
end of each period as follows: 

First: Harvard 0; Yale 7 

Second: Harvard 7-7; Yale 0-7 

Third: Harvard 3-10; Yale 7-14 

Final at New Haven: Harvard 7-17; Yale 3-17 


The visiting team should be given first in all 
scores; the source should be given in all finals 
whether or not period scores are sent. Games 
on which bare finals only are sent will omit 
the fourth period. 


Football Slugs 


The shortest possible slug should be used on 
all football running stories as follows: 


Add Ohio State-Michigan (First) 


Pick up lines should be omitted on games on 
which only one descriptive take per period is 
carried. Otherwise pick up lines should be used 
on leads and running stories, 


To aid sports copy desks, the period identifica- 
tion is repeated with the FIRST take of each 
period in all games covered on the basis of 
two or more bulletins per period; thus: 
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Add Ohio State-Michigan (First) 
FIRST PERIOD 


Add Ohio State-Michigan (Second) 
SECOND PERIOD 


Golf Scores 


Where scores on medal play tournaments are 
being handled on a running basis the follow- 
ing style’is mandatory: 


FOR THE FIRST ROUND: John Smith, New 
York, 35-35—70. 


FOR THE SECOND ROUND: John Smith, 
New York, 70-72—142. 

FOR THE THIRD ROUND: John Smith, New 
York, 142-72—214. 


FOR THE FOURTH ROUND: John Smith, 
New York, 214-71—285. 


(Note: When the final two rounds are played 
on the same day, as in the U. S. Open cham- 
pionship, use this form for fourth round: John 
Smith, New York, 142-72-71—285) 
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FINANCIAL AND 
MARKETS 


In financial and business news avoid technical 
phraseology. For instance, a grain item should 
be in farmers’ language, not in brokers’ terms. 
Routine market items are moved on schedule 
to meet editions. 


Corporation News 


Corporation items should be restricted in the 
general news report to concerns widely known. 
Each item should indicate the company’s busi- 
ness and where principal properties are located. 


Earnings 


Emphasize net income, or loss, which is the 
result after all charges, including bond in- 
terest, but before dividends. If any qualifica- 
tion is made, such as “before depreciation,” 
use it. Give comparable figures for 12 months 
previously, and also, if available, earnings per 
share. Earnings per common share are calcu- 
lated after deduction of amount paid on any 
preferred or senior stock issue. Like this: 


New York, Sept. I—(AP)—The ABC 


Corp. today reported net income of 
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$1,243,634 for the first six months of 
1942, equal to 64 cents per common 
share, compared with $621,817, or 32 
cents a share, in the like period of 1941. 
It produces steel products at Chicago and 
Pittsburgh. 


Longer items may be used, giving comment on 
business by officials or other interesting mate- 
rial, Where the net income is considerably af- 
fected by taxes, the amounts of taxes paid in 
comparable periods should often be included. 


Save for railroad net operating income reports, 
and monthly sales figures of a few nationally 
prominent concerns, we do not use corporation 
reports more frequently than quarterly. For 
companies issuing earnings reports monthly, 
use only those for periods ending on quarterly 
dates, as Dec. 31, Mar. 31, June 30, Sept. 30, 


Dividends 


Use only changes in dividend payments, unless 
there is some special aspect of a regular pay- 
ment which makes it news. If any regular 
payments are made along with a change or 
special, mention the regular too, like this: 


Chicago, Sept. 1—(AP)—Directors of 
XYZ Corp., electrical appliance manu- 
facturer with plants at Peoria, Ill., and 
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Bridgeport, Conn., today ordered an extra 
common dividend of 50 cents, in addition 
to the regular quarterly of 25 cents, and 
the quarterly preferred of $1.25, all pay- 
able Sept. 15 to stock of record Aug. 31. 
In the preceding quarter, an extra of 25 
cents was ordered. 


or — x x x today omitted the regular 
quarterly common dividend of 25 cents, 
but ordered the regular of $1.25 on the 
preferred, payable x x x etc. 


Use the dividend designation used by the 
company, whether regular, special, extra, in- 
creased, or interim, and don’t designate a pay- 
ment as regular unless the company does. If it 
calls a payment just “‘a dividend,” call it that, 
and show what was paid previously. Never 
combine dividends on different classes of stock. 
Give each separately. 


Markets 


Important developments in stock or commodity 
markets are slugged: News Page. News page 
stories are in addition to the regular market 
page stories. 


In news page items, price changes are described 
in dollars and cents, as: Cotton futures 


jumped $1.65 to $2.30 a bale, the best 
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rise in three months, closing prices all 
ranging above 17.30 cents a pound. 


In market page reviews, also use dollars and 
cents wherever practicable, as: Cottonseed 
oil futures closed .03 to .06 of a cent 
lower, January at 13.62. In market page 
stocks and bonds, use points and fractions. 


Commodities 


Many of the commodity market items are 
strictly quotation items, as livestock, cash 
grain, etc., and should be stripped to bare 
essentials, with needless punctuation eliminated, 
but uniformity should be preserved. 


Here is the way a livestock market should go: 


Chicago, Jan, 15—(AP )—(U. S. Dept. 
Agr.) Salable hogs 24,000, total 31,000; 
moderately active, mostly 10-20 lower; 
top 11.40; bulk good and choice 160- 
240 Ibs. 11.15-40; most 240-70 Ib. but- 
chers 10.90-11.20. 


Salable cattle 16,000; calves 1,000; Fed 


steers xX xX x etc. 


Here is a cash grain item: Minneapolis, Jan. 
15—(AP )—Wheat 95 cars; 34 lower; 
no I heavy northern 1.16-1.21; dark 
northern no 1, 1.14-1.20; no 2, 1.11- 
1.18; x x x etc.@ 
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